DFAS Travel Pay Services

/rave| pay Servic®”

29 August 2002



Mission Statement

“Provide timely and accurate travel pay
services to military and civilian members
traveling in defense of the
United States of America with 100%
warranty.”



VYoucher Submission

» Within 5 Working Days Upon
Completion of Trip

» Traveler Checklist*
» Reviewer Checklist™®

» Approving Official Checklist*

*See attachments
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Voucher Submission

» Mail

» Fax
RightFax
Archived 30 days

» E-mail
Attachment
*t1f File

» https://dfas4dod.dfas.mil/centers/



Voucher Submission

TRAVEL VOUCHER - TRAVEL CARD CYCLE

TDY/use Bill Completed Voucher Supv  DFAS BOA Voucher

of CC from TDY Submitted review receipt bill Paid
starts BOA due

(D | G |Ce (1) | |29 days
@ @ @ 60 days
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Voucher Processing

» Control Teams
Date Stamped, Reviewed, Sorted, Batched

» Processing Teams
TDY, Partials/Accruals, Advances Civilian PCS,
Military PCS

» Pre-Pay Auditors

» Upload/Download Teams

» Post Pay Auditors



Major Payment Blockers

» No Claimant’s Signature or Date

» No Supervisory/Reviewer’s Signature
» No Orders Attached

» Duplicate Claim

» No Further Entitlements Payable



Customer Care

» Contact the Customer
 Phone
e E-mail

» Correct Within 24 Hours
» Partial Payment If Possible

» Supplemental Payment



Contract Performance

» Performance Measure Indicators
Accuracy and Timeliness

» 95% Accuracy
» Processed Within 7 Business Days

» Provide Customer Feedback on TAT



Advance Request

> Must Be Authorized In the Orders
» Approving Official Signed Memorandum
» Complete Advance TDY Checklist™

» Fax Advance TDY Checklist and Orders
to Servicing Travel Office

*see attachments



Web Sites

» Receipt Notification and Payment
Information Sent via E-mail to Customer

* Army Knowledge On-Line
* Smartdoc

» Advice of Payment On-Line

www.dfas.mil/emss/

» Payment Information Available On-Line
https://portal.ssg.gunter.af.mil/tpg2/



Customer Service

» Toll Free Customer Service Number at
All TPS Sites

DFAS Columbus 800-756-4571
DFAS Indianapolis 888-332-7366
DFAS Lawton 800-891-1292
DFAS Orlando 800-950-9784
DFAS Rock Island 888-332-7742
DFAS Rome 800-447-1150
DFAS San Antonio 866-296-1166
DFAS St. Louis 877-303-4337

Defense Agency Travel Div 877-952-9392



Customer Service

» E-mail Customer Service Inquiry

» Web Sites At All TPS Sites
Future - One Web Site For Entire
Product Line

https://dfas4dod.dfas.mil/centers/



Helpful Websites

1351-2 fillable adobe acrobat
http://webl.whs.osd.mil/ICDHOME/DD1000-.htm (all dod
forms)

City Pair (Airfare Rates) http://pub.tss.gsa.gov/citypairs
Per Diem rates: http://www.policyworks.gov
Travel Regulations: http://www.dtic.mil/perdiem

DTOD: http://dtod-mtmc.belvoir.army.mil

https://infoweb.dfas.mil/indianapolis/library/imp.htm
Policy Messages



Questions




Attachments

» Traveler Checklist
» Reviewer Checklist
» Approving Official Checklist

» Advance TDY Checklist



i

TRAVELER'S CHECKLIST FOR TEMPORARY DUTY TRAVEL
SETTLEMENT VOUCHERS

User:  All military and civilian ravelers submifting claims for TEMPORARY DUTY. TIVY claims are to be
completed within 5 days upon completion of trave|

Purpoge. This checklist should be wsed by the travelers to ensure their travel claims ar= proper, complete, and camplies
with the intent of the erder befors submitting them 1o the reviewingapproving official for signabare.

1. The Travel ¥Woucher (DD Form 1351-2 Mar 2000) must be prepared in ink, [ypewriler, or computer generated.

2. ___ Your crigmal signature must be in block 20w, and dated in block 206 an the travel voucher.

3. ___ Allinformation in blocks 1-11 of the travel woucher must be completed, Dury phone sumber and an e-mail 2ddeess
should be provided, Doss the administrative data i.2. name, ssn & oa the travel voucher agres with the arders? IF
nod, make administrative corrections and initial,

4. ___ Are advances andfor accrued per diem payoents listed in block 107 You must annatate "NONE® in bleck 10 iF

theze wers o advances or partial payments, Do mot indicate ATM cash withdrawals in Black 14,
5. The stinerary in block 153 must be completed using dates ard mo4 tines, modes of iravel, and reason for stops.
Please refer 1o the reverse page of the DD1351-2 for correct "modes of travel” and "reason far stop® codes.

4. lsblock [ (POC Travel) checked if mileage is cluimed? Ewmamples of POC mileage is withm and around the TDY

site, 10 and from the airport, and to and froen the TDY site. In‘around POC mileage must be approved!

duthorized. Infaround mileage must be claimed and the 1otal mileage driven each day ligted. This travel should
be included on the TDY claim or ns an attechenest

T.___ Block 17 must be completed indicating the darsion of TDY period.

B.___ Did vou claim all of your authorized Reimbussable Expenses in block 187 Missipn related expeEnaes (g.2.
batteries/lilm) are not reimbuaresble iravel expenses. These Type expenses should be submitted through Vendar
Pay.

. Were rental car expenses claimed? If so, was the rensal car obtained through proper chanpels {government
contracted office, e.g, Carlson or SATOW Rental Car receipts are required regardless of dollar amount JAW
DFAS-IN 37-1-100102(3).  Pre-caleulation receipts ane not acceptable. Include a copy of vour government
=ontrasted travel office (SATON Carlson) itinerary.

10 ___ Are control numbers of non-availability of government quariess in ihe remarks hlock of the arders® IF nes, and
wintained nfter the fact, you must have the Approving Official’s signature suthorizing commersial lodging oran
amended order issued, (Military Members Only)

16, lslodging claimed and supparted by original paid recelpts (regardless of amount) or a justification statement
attached explaining why receipis are ot svailable? Recsipts mupst show a sers halance.

12, Are redimburseble expenses of 375,00 or more claimed an the trave] voucher and supponted by an original paid
receipt ar justification statement explaiming why receipis are not atlacksd?

13, ___Ts aconference ar registration fes claimed? 11 so, did you state the number of meals provided 3t no cost in
block 19 of the DD 331-2, If none, pleass stote.

14. _ Exchamge rate when foreign cuarrency is involved must be imdicatsd an the travel voucher. The traveler
must include the expenss in both foseign currency and LS. doflars,

L3, 'Was leave taken in conjunction with the TDW? If 50, was il annatsied in the itinerary and in block 29, Remarks
Section?

6. __ For military members: a copy of your leave form must be atached when leave was taken in conjunetion with the
ThDY.

17, Are there speeilic items not in the original order 1hat require an amended order or the authorization and algnature
of the Approving Official? If yes, are i fems properly claimed and necessary receipts attached?

18, Are the required orders, recerpts, statements, justifications, etc., attached to the fravel claim and is the claim

reasonable and consistent with the mission?

1% __ Wou must forward your completed travel voacher and suppsorting decumentation 1o YOUT SupErvisanTeyiewing
oifficial.
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REVIEWER CHECKLIST FOR TEMPORARY DNUTY TRAVEL
SETTLEMENT VOUCHERS

Requirement. Beview and signatare is required for all Military and Civilian Travel Settlement Youchers, as well as Mon-

DD individunls traveling on Invitstsonal Travel Orders. This spples o TDY vouchers for all traveless serviced by the
DFAS Metwark.

User, Commanders/supervisors (ar designated revigwers when the commander'supervisor I3 unavailable) of mildary and

civilizn persemnel. For lovitstional Trevel Ordess, the persen inviting the raveler will review the claim. For [RRIMA
saldiers, the supervisar’commander at the sie where the duty is performed will review the claim

Purpese. This checklist pertains to the March 2000 version of the DD 1351-2 and should be completed by the users
above to ensure Travel Ssttlemeant Vaucher claims are proper, complete, and in compliance with the intent of the eoder.

The reviewer's signature does not constitute approval of tems requiring approval by specific satutes or regulations. £.8.,
lomg distance calls, and excess bapgape.

1. 15 the Travel Voocher Claim (DD Form [351-2) an ariginal, not a capy? The claim must be prepared in ink,

TYpEWTItEr. OF compuier genetated,
2. ___ Igthe traveler's signature on the Travel Vioucher {hlack 30a) an original sagnatare?
3

. Does the administrative data i, ssn# , name on the Trave |l Voucher agres with the crders? If not, have the traveler
make the necessary changes and initial.

4. Are advances and/or sccrued per diem payments listed in block 107 The traveler snnotates "MONE" in block 100
there wers no advances or partial payments.

5 lshlock 16 (PO Travel) checked by the traveler if milzage is clnimed? Privatzly Cromed Comvveyance (POC)
mileape should be reacnable according 1o the mission. Examples of POC mileage are, mileage within and
around the TIY site, o and retarn from: the airpect, 2nd to and fram TIFY site.

&.

_ Aure the relmbursable expenses claimed and authorized? Bdission related expenses (e.g. batteries/film) are not
reimbursabls travel expenses. Thess Lype expenses should be submitted through Veodor Pay.

__ Were rental car expenses claimed? If 5o, was the rendal car obtained through proper channels (government
contracted travel office Carlsan or SATO)? Rental car size and fuel expenses claimed should be conducive 1o the
mission. Unless an upgrade i3 authorized, a compact rental car is the standard. Receipts sre required regerdbess of

dollar amount LAW DFASIN 371 THMD2 (3}

B Are control pusbers of non-aveilability of povernment quartess mothe remarks Block of the ardess? 1 not, the
Travel Approving Offcial must authorize commerzial lo<dging by signing in block 21a or an amended order
imswed, (Military Members Only)

G lslodging claimed and supported by original paid reseipls (regandless of amount) or a justification statoment

aftached explaining why receipts are not availabie? Receipt must show a zeto balance,

M. Are expenses of £75.00 or more claimed on the travel vesocher and suppocted by an ortpmal receipt or justification
siatement explaining why receipis are not attached. Pre- calculation remtal car receipis are not accepiable.

Diid the treveler list the exchange rote, when foreign currency is involved? The fraveler must includs the
expense in both fareign currency and U.5, dollars,

.

12, Was leave taken in conjunction with the TDY? If so, was it anroteted in the itinerary and in block 29, Remarks
Section®

13, Isa&copy of the military lsave form For militesy members attached when leave was taken inconjunction with the
T ?

4. Wae any deviation from the travel orders im the government's best interest™

L5

. Are there specific items nat in the ariginal arder thar regoire an amended arder or the suthorization and signature
af the Approving (MBicial? 1f yes, are the flems properly claimed and necessary recerpls attached

6. Arethe required coders, receipts, statemenis, justifications, ete,, attached to the travel claim ard is the claim
reasanable ard sonsistent with the mission?

17, As the commanderreviswer, did youw sign in block e and date block 20d (March 2000 form)7 IF the 1591 or 97
wersion was wsed, did youw sign and dats above yoar primed name in the opper right comer of the travel claim?

18.

Do mat returm the voucher to traveler. Forward completed claims to yoir servicing DFAS Travel OFffice.
Edition: May 14, 2002




APPROVING OFFICIAL CHECKLIST
FOR TEMPORARY DUTY TRAVEL SETTLEMENT VOUCHERS

User:  Appraving Cdficial (40} & an individual appoirted in siting and responsible for autharizing travel and
appraving travel claims by determining the recassity of trips and funds availability and approving travel claimg for
validity after completion of ravel,

Purpase. This checklist should be used by the AD for after-th e-fact approval of entitlements not listed on the
original arders for military and cavilian TOY travel.

DBEFORE APPROVING ANY AFTER-THE-FACT TDY ENTIT LEMENTS, YOU MUST VERIFY THAT THE
ENTITLEMENT 15 SUBJECT TO) AFTER THE FACT AFFROVAL, THEN VERIFY YOUR COMMAND'S
POLICTES REGARDING MONETARY LIMITATIONS FOR APPROVING AFTER THE FACT ENTITLEMENTS
TAW DFAS-IN 30-1, GRIGINAL YOUCHERS FAXED OR E-MAILED (SCANKED) WILL EE KEFT BY THE
AFTROVING OFFICIAL FOR 2 YEARS, THEN SENT TO A NATIONAL ARCHIVES AND RECORDS
ADMINISTRATION STORAGE FACILITY FOR THE REMAINDER OF THE REQUIRED RETENTION PERICD.

1. . Were mﬂ-ulﬂ.ruxpen!!; clainved? IC 80, was U rearal car obimned throupgh [aglazg chassel (Govermment contraed
offlce, e.p., Carlsan or SATO? Rental cor size used 2o fise] expenses clamed sheuld be canducive to the mission. The
-:\n,ginal'pﬂid nl':rEiFl iz be afacked (pre-caleolstion restal <ar mopss aré Aol pcepiable).

X Arecontrod mumbers of non-availabality of govemment querters in the rimerks block of the orders? [N oot and obtained
after the et the Appeoving Oificial muss approve commerctal dadping by slgring bs block 21a oe an amended ordes
msued. (Military Members Onby)

3. Wae POV s'around suileage chilsed? 1f o, did the waveler check block 16, claim the neeal midaage driven each day or
attach a mileage log m accordamce with DOD FME Vol. 9 (<0304,

4. W in'around taxieals clalmed and aushorizsd i the andersT 1 yes, emounts $75.00 or more must be claimed and
supported by & receipt o a stabment for kast'missing recerpt.

4, Was Excess Bapgage clximed and sothorized in the orders? Cf wes, amioants $75.00 or more mus: be claimed and
supEaned by 8 receipt of & SEm e foF 10sEm Esing receipt

&, Were confemence ar regitration fees clamed? 17 a0, amounts 57500 of moee miust be clamed and sugponid by & meoeat
oF o prasement for [ost/miseing recelpt Al meals included im the cost most be claimed in block 19 of the DD15312
1. ls commermizl airfare clammed? 1f 5o, the asnount mizd be clasmed and sipporied by the airline teked, piad rodipt of 4
smement for krumissing receipe.

i Wasamy variztion from the treved arders refiecied in the itinemany of the mavel voucher?

11 3w, ware thess ﬂ‘ﬂ'lglﬁﬂ'ut'lﬂ Travel 1 phm{umlm in e crdiers of 1w addicional placEs not shiown
& the prders?

9, [fthe after-che-fact wave] expense b noc listed above, please contact vour servicing DFAS Retwork Travel Office for
gaidance 2= to whether or not the entilbement exwts in accord imce with Foint Federal Travel Regulation or Josnt Trave!
Fapalatice
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TDY TRAVEL ADVAMNCE CHECKLIST

Instructions:  Pleass compdaie all pessoral date snd ek e appropriste bocks. Before an advimes can be aid, your oeders must mead: Travel
advancs it suthorized and traveler does not heve & govemment charpe caed, 17 (s statemen is mos in fhe onders, WO PR AllEch a fipeed datemend
from the ceder appeoving cfTicial that the traveler does no have & Goverament gpissorsd charge card. (DEAS-IN Begulaten 371, paragraph
1600, Submit this request, ane cpy of your orders, any smendments, and thee shned merme (i appdacible to vour sarvicing DEAS Travel Office.
Hycu e waveling on Loitatomal Travel Grders, you are authorized & eevel advanss. The amount of the sdvance must be appeaved By the orders
approving official and inchded on the invitaoml ondes, The advance will be Bimined s e aulhorized amours. |AW DOD FMR Vol 4, Chigtes §
por 0504, personnel whe are not eligible for o govenement el cird may obtain cevel advences ofily vis EFT,

BLEASE FRINT

MAME: o GRADERANK: FENE__

DAYTIME NUMBER {3 FAN MUMBER E-hAIL_

MAILIKG ADDRESS R CITY STATE LI CODE

SUPERVISORAIA'S HAME i PHOME NUMBER | )

I Are you going TDY to 2 Lodging Success Program (LSF) area? If so, did you eall te LSP number 1-ED0-GOARMY 1T If 2
room wag nel Available, enter your LEP moneavailabiliy conrod number # . MNOTE: far Army
persannel ondy.

1 HTDY i nat o a LSF Jocation, contact yeur servicing commercial sravel office (CTO) for lodging arrangemenss,

3. What will yoar ke paving for lodging per night (not imcluding sy 5 How many nights will vea requans lodging?

Will you bave eralviple TDY poimts? IF ves, how mamy nights will you stay al cach anea? List the TDY poises and the
mighily cost of bedpng 81 each TDY paint.,

—

4. Ame yoo going TDY to o miliery wdikllaton? 17 yes and a room & nat avallable throwgd the billeting office, epter your som-
awmilakilicy gonirol number S

5. Will meals be provided for you o no cost?  YES WO + Willl wow be redquired (o pay the surcharge rate for meals at &
povernment dintsg facilin? YES MO

. ls o remal car authorized an your orders? YES_ WO DAILY BATE §
You are required to make the arrangements through a govermmens ravel aifice (CTO).

7. Will you be driving your privetely caned vehicle (POV) to the TDY poirs? YES HO IF was, wou may he limited o
the cost of mound-trip airfare with constrocted cab fare wnless the orders: authorize *POV 25 more advaniageous”.

E. Wil you be required to pay for o regissrmtion’canterences fee? 1 so, how much? § Will any meals be included in the cos
ol e rogistration/oonferenoe Te=7 1F yes, how mans?

A, WIN you be eaking leave before, during or after your TOY? 17 ves, what dates will you e om leave?
ADDITIONAL COMMENTS:

e e -

DRECT DEPOSIT I ORY METHOD OF PA FOR ADVANCES

EFT INFORMATION: (prien clearly)
ENTER YOUR 9 DIGIT BAMK ROUTING MUMBER.

ENTER ¥YOUR CHECKING OR SAVINGS ACCOUNT NUMBER _
SELECT ONE! BAVINGS ACCOUNT  _ CHECKING ACCOUNT

SIGMATURE AND DATE OF REQUEST
PRIVACY ACT STATEMENT: AUTHENRITY:  USC 5701, 37 UBC 404417, =d FOISY PRINCIPAL FURPOSE(S): Ussd for peviewing, and deiemmining
1he amnam of an aethonized v e, 53N is uod t0 maintain o somencal iesdifiston seton for imdividunl reqest. BOUTIVE USE: To sebslastia a

regusil fir advance paymen for official rave. DISCLOSURE. Volumry, howeess, Tidues o Tomisk infarestion requesed mayy pesul o oot o partial derdil of
mnt e clairsed

"~ Seotermot 30 JI0T
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